25X1A

Approved For Release 2001/08/01 : CIA-RDP84-00499R000606020154-9

10 July 1939

R
MEMORANDUM FOrR: [N 25X1A

SUBJECT : Report of Cable Secretariat Operatioas from
: 1 Jaruary to 30 Juno 1939

1. Cables Processed

2. From 1 January to 30 June 1959 the Cable Secretariat reproduaced
69, 713 [N Cables, 26,734 OUT Cables; 6, 537 TDs and 5, 299 Miscellaneous
items for a total of 108, 283 work items for the {irst six months of 1989.
Tnais represents a total decrease of 5, 651 work items or 6% less than the
same period o 1958, broken down as follows:

3,914 or 5.5% leas IN Cables; 1, 793 or 6. 5% less OUT Cables;
324 or 9% more TDs acd 476 or 9% less Miscellanecus items. We processed
an average of 728 cables daily Monday to Friday; 431 cables on Satarday and
126 Cables oa Sunday. .

b. 5,768 Cables or 6% of all cables processed were furnished to the
Director. This represents a decrsase o( 2, 986 cablies or 34% less thaa the
same period last year. &

2. Persoasel ,_,,},
At the close of the first kalf of 1959, ﬁ. Cllhﬁlm hlll an
Ou-duty Btreagth of [[lloersons against a ceiling of Hllbersons. Duriag the 25X1A

last bix months we lost ten perscas. Feur Clerk Typists (sas translerred to
OC,/ome to FE, one to ORR aad one on maternity leave), twa Cable Aualysts
tragsferred to EE; one Clerk transferred to %ﬂh«-‘m on msieralty
les've and one Offset Press Opr resigned for m m alep onn Mal} o
acd File Clork. We gained eight persons ia repla .- Game of our lossss
ware dus to releasiag persoanel to area ﬂvhhll l‘ Mﬁtg mﬁh m

an opportunity to go overseas. :

3.

Tratn
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on-the-job training givea to new persoansl is not included in the above figures.
In additica, *attudul the Americsn Management Assoclation Seminar

on the management of small office eperations‘and [ »:tended »
symposium in Florida at which various communications equipment was dieplayed,

b. The Office of Training surveyed our Cable Typist Tralaing Program. |
The course developed for the program was cousidered by the Office of Tralning |
25X1A  to qualify as creditable on-the-job training wunder the provisions of CIA Regulation i
*M to couat toward the 5% in-training requirement coatained in that
Regulation.

4. General

a. In January 1959 we started preparing cables contaiaing non-CIA texts
in sterile format in order that copies may be passed by the Actica unit to State
Dept. or other Agencies simply by detaching the first page.

b. The Cable Secretariat in placing Intelligence cables (other than those
raceived in a one-time-pad system) oa TD form with a cable cover sheet is
working well and shows promise of becoming a real factor in expaediting the
flow of intelligence reports to the Iatelligeace Community. :
25X1A

€. TLr system wheraby the I-‘lcld_ seads ‘
to Headquarters via unaccompanied air malil an encrypted tape of an intelligence
report which does not warrant electrical transmission is working satisfactorily. .
However, the volume is still too small to enable say conclusioas to be drawa |
at this time. ' ;

4. In May we were advised that the review sach moath ef one days incoming |
traffic by a DD/I representative would up longer be necessary.

5. Masagement Goal for FY 1969

During the next twolnl mouths I plan b" ' s ; o “ -‘ cm- -
prebsnsive management survey of the Cabla Secrafiriat. petiv 4
this Survey are several: _ R

(1) To study the erganisation aad staffing of the Gablq facretariat to ase
if improvements ave pessible, and if so, makiag such mprovemsanats.

(2) To devise a procedure for determiaiag the cost of the Cable Becretatiat's

portion of processing a cable, and to show such costs by
Officer, Cable Amalyst. Typiag, Reproduction, etc.

-

-~ . . % 5
.2- ‘f;; £i
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concepts of management. Ia this I will be assisted "W
B Ve vill make extensive use of the following ons which
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{3) Following (2) above, 3 detsrmine whgc costs can be reduced without
matsrially impairing service aad to implemeut appropriate changes desired
to achieve such reductions ia cost.

As a part of this management survey, I plaa to conduct a number of training
sssgions at which G8 $'s, 9's, 11's and 12'% will ba tastructed in the overall

have already been read by all G8 9's, 11's and 12's

“Work Measurement in Performence Dudgeting and Management Improvemeat’
"Process Charting’ ‘
“Sapervisor's Guide to the Procsss Chart™ _
“Trainer's Guide to the Work Simplification Training Seesions”
"Specifications for an Agency Work Simplication Program”
“Supervisor's Guide to the Work Count”
“Supervisor's Gulde to the Work Distributioa Chart”
vproduction Planaing and Control ia Office Operations”
“Esseutials of Good Managemeat”
“"Promoting the Will to Work" '
nTechniques {or the Development of a Work Measurement System"”
. ®Job Englaneering"
"A Work Measurement System”
. )
Also as a part of tuls survey, I plaa to inaugurats & trainiag program for
Cable Secreotariat Supervisors utilisiag the following publicatisas:

» Istreoduction to Swparvision™ : B
uOhjectives of Bupervision™ . s
"Bupsrvisors Job" ’ G .
"Leaderehip oa the Job" ) T

- "Elements of Human Relations
‘"R esponsibility for Personnel M
"Taking Persounsl Action" L
nGetting Ready to Take oa a New B
"Balection of Employess” )
"Discussions with Kmployess™
nConductiag Informal Mseetings™ '
“Making Reports” E
"Differsaces in Job Relationships™
wBuilding Good Relaticashipe™ -~
“Handling Bebhavior Problems™ . ,
"Haudling Employee Dissatisfactions™ =
"Dealing with Breaks ia Relatioushipe™

‘s- .. ' - ’-f‘~;"
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g craminstion Felicy” v

Determining “erformance i equiremeunts for Empleyee Appraisal’
"“eri{srinance Appreisal’

GTActinag Foiioving Apprajisai”

“"Tralaing Needs and How to Fiad Them®

"Day-to-day Job Instruction”

“Getting Ready to Train Employees®

‘Training Employees la Job Operstions"

“Gtarting the New Employee"

"Solving FProbhlema”

"Eifective Use of Time"

rLare of Materials end Kquiprnent™
netablishing 2 Job'

THestudving & Job”

TControlling Cnots™

TBupnyang Correct Job Date

.4
i
™

#: geip, 1 pisa to attend in August an American Management Assotisiiix
irled, "Surveying Cost Reductioa Opportunities and Techmiqueas in Cffice
oo in Movembor to an AMA course entitled "Establishing anc
ryizg a Buccessful Office Work Bimplification Program. ' Poseibly during the

; " will send someons else to such management courses as may appear (o be

! v alue to ssator Cable Secrstarist personnesl,

25X1A

t, Cable Secreatariat Carear Service Pml ~ A

The Cable Secrotariat Career Service Panel met soven times duzring the first
nalf of 1959 for the transaction of Parscons] Caresr business involviag 42 persons.
A statistical swmmary of Pansl operations follows:

1. Promotions "mm-.;.-».-.o-‘o.ooo-o
Z. PramotimMM.................-u.....

3. Transfers and resigaations reviewed..cese v’
4. Fitoess Reports 2.“”.‘-oocoo-qo-olnnoucn
5. Caresr coasiderstion other tham prml.

-

Cable Sscretary
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